
OCLC Access & Authorization 
Web Form Screenshots and 

Instructions for BIBCO Libraries 

https://www.oclc.org/app/sysacc/header.pl 

 
If the link above does not work please go to http://oclc.org/toolbox.en.html and choose the link there 

for Access and Authorization under Forms in the left hand column 

These slides are in 2 groups.   
 
The first group [Slides 3-9] covers when an existing authorization is being changed for 
whatever reason (e.g. change password, change operator name, etc.).   
 
The second group [Slides 10-16] covers when an entirely new authorization needs to be 
set-up (e.g. for a new hire, etc.). 

https://www.oclc.org/app/sysacc/header.pl
http://oclc.org/toolbox.en.html


These slides are illustrative only  

When you fill out the webform please include 
your name and institution information.  

 

If you have any questions please write to 
enhance@oclc.org 

 

If you need help filling out the webform please 
contact OCLC Support: 

 https://www.oclc.org/support/contact-support.en.html  
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OCLC Access & Authorization 

1st Screen – Change Existing Authorization 
Please fill in the blanks with your institution or Funnel information; all fields on this 

screen are required as denoted by * [this is true throughout the web form] 
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OCLC Access & Authorization 

2nd Screen – Change Existing Authorization  
For this example Choose the Hotlink in the center that reads 

 Change Existing Authorization 

May 8, 2014 4 



OCLC Access & Authorization 

3rd Screen – Change Existing Authorization  
Provide the Authorization Number to which you wish to have changes applied; otherwise 

only the Default Service need be selected [e.g. Cataloging (Includes Local Holdings Maintenance)] 
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OCLC Access & Authorization   

4th Screen – Change Existing Authorization 
BIBCO libraries: under Cataloging Service Options from the pull-down menu below Cataloging Service Mode be sure 
to choose ENN—Enhance (National). When you do a new area opens up: Authorized Formats, you must select which 
formats your library needs applied. Then enter your library’s MARC Organization Code in the Special Instructions box 

(codes can be found here:  http://www.loc.gov/marc/organizations/orgshome.html)  
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OCLC Access & Authorization   

5th Screen- Change Existing Authorization  
This is simply a Review option – you must click the 

 button to go to the final screen 
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OCLC Access & Authorization  

6th Screen – Change Existing Authorization 
 

Please note: your request will  
not go to OCLC until  

is chosen on this screen 
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After you choose Submit Order a confirmation screen will appear, like below – this is the FINAL screen.  Please save an electronic 
version on your computer in case there should be any trouble with transmission.   

OCLC Order Services staff normally turn these around in a matter of days, at which point an email is sent to the person whose 
contact information was included at the beginning of the form.  If an email is not received after 7 business days, please send the 

electronic version  you saved on your computer to enhance@oclc.org and we will process it from there. 
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OCLC Access & Authorization 

1st Screen – Add New Authorization 
Please fill in the blanks with your institution or Funnel information; all fields on this 

screen are required as denoted by * [this is true throughout the web form] 
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OCLC Access & Authorization 

2nd Screen – Add Existing Authorization  
For this example Choose the Hotlink in the center that reads 

 Add New Authorization 
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OCLC Access & Authorization  

3rd Screen – Add New Authorization 
This option is for an entirely new number 

 [in most cases the level can simply be changed to an existing number e.g. from FUL to ENN] 
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OCLC Access & Authorization  

4th Screen – Add New Authorization 
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OCLC Access & Authorization  

5th Screen – Add New Authorization 
This is simply a Review option – you must click the Add Request button to go to the final screen 
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OCLC Access & Authorization  

6th Screen – Add New Authorization  
 

 Please note: your request will  
not go to OCLC until  

is chosen on this screen 
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After you choose Submit Order a confirmation screen will appear, like below – this is the FINAL screen.  Please save 
an electronic version on your computer in case there should be any trouble with transmission.   

OCLC Order Services staff normally turn these around in a matter of days, at which point an email is sent to the 
person whose contact information was included at the beginning of the form.  If an email is not received after 7 
business days, please send the electronic version  you saved on your computer to enhance@oclc.org and we will 

process it from there. 
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